CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Creating or Searching an Alias — Name Change Number: 650-82

Effective Date: 3/16/2018

PURPOSE:
To provide instructions on how to update or change a name or address in a person
record in the Central Registry.

REGULATION GUIDANCE:

According to Section 100079 of Chapter 2, an EMT is required to update the certifying
entity of any and all changes to their contact information within 30 days. Section
100346 of Chapter 10, specifies that a certifying entity is required to enter specific data
elements for certification into the Registry, including current contact information.

REFERENCE:

e Chapter 10: California EMT Central Registry, Section 100346
Chapter 2: EMT Initial Certification Requirements, Section 100079 (f)
Procedure 650-56 Creating an Initial Application
Procedure 650-58 Renewing an EMT Certification
Procedure 650-68 Reinstating an Expired EMT Certification

PROCEDURE

1. Inthe left column of the Central Registry under Licensee, click >Edit (a) and
enter the SSN (b) for the person record/certification that you wish to search and
modify. You may also search by last name or E#.
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For questions, please contact the EMSA BLS Coordinator at (916) 431-3717
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Subject: Creating or Searching an Alias — Name Change

Number: 650-82

Effective Date: 3/16/2018

2. When you find the correct person record that you are planning to modify, click on

the (underlined) EMT (a).

All Licenses held by - Contrary, Mary Jo

License Type Address Sub Type License Number Hold/Alert Status
EMT 100000 White Rock Rd Rancho E129359 JActive a
Cordova CA 95670
EMT E129359 JArchived -
[Withdrawn
a
Archive

3. Once you click on the underlined EMT, this will take you to the individual’s record

as shown in the screenshot below. In the Person mini-panel, click on the Details
tab (a).

Prefoc
First Name: Mary Jo
Middle Name:
Last Name: Contrary
Date of Birth: 06/01/1975
SSN: 222110000
4
a
Prerequisite (A
Full Name Relationship Status
Spceamento
County EMS | Certified By Active
Agency
Requirements =
Name Status Date
Certified By Completed 07/212017
Certification Actions [ Dotails | ~ |
Certification Action| Violation tart Date | End Date
| Probaton | (cX 4) Incompetence. | 07/212017 | 0772172019
Alias [ Dotaits A |
Last Name First Name Alias Type Date Changed
Contraty Mary Jo 08/10:2017
Contrary Mary Nickname 07212017

License | /| Details § A |
License Type: EMT
Certffication Number: E129359
Applicant Number. 205382
Status: Active
Date This Status: 07/212017
Reason Changed: Reinstatement
Issue Date: 06/28/2017
Expiration Date: 07/31/2019
Effective Date. 07/212017
Background Check  Dctails | A |
COR! Status Requested By \?e a‘:ff;nte?m o P?u'r:mer
EMSA Recemwing | Sacramento County | 050172017 Very
CORI Report EMS Agency contrary
Employers for License [Dotais [
Employer Name | ciart Date Position Name | End Date
No Data
3 Dotails § A
Exam Battery Exam Type Result Code Exam Date ‘
No Data
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4. Once the Person mini-panel is open, you may edit the fields to make corrections
or changes (a). Then click the Save button at the bottom of the screen.

a

MyLicense®
B Office

Licensee > Edit Person

Person Add/Edit

Prefix l:l

Applicant

-

Lo e
Reminders
Suffic[ ] ssn=[222 |11 |foooo | aw[]

Date of Birth * [06/01/1975 | E=~

Date Deceased |mmu/dd/yyyy "

Batch Control
Person Address Fields
e’
City™ |Ranchn Caordova |
CountylSacmmenm | |SGDIEII"I’En'tO V|
State*[CA_| Country®| United Ststes W
Address Line1* 100000 White Reck Rd | %] Map It
Address LinE2| | Address L|'ne3| |
Address Line4|Rancho Cordova CA 95670 Phonel:l
Cell Phone|:| Work Phone|:|
Emil

()=

5. Next you will see the New Alias panel (a) on the top half of the screen. Click on
the Type* dropdown (b). The asterisk signifies a required field. You are
required to choose an alias type. If you do not, then future searches may be

hindered.

a

Licenses > Edit Person
Type' !

owe [s205201 8-
" OK | Cancel ,
Person Add/Edit
Middle Narme | Dure Lasz Name * Contar
Suffoc 55N [ k|11 L Alt:
Date of Birth * [05/01/1975 | (Bl Date Deceassd &l
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6. Inthe New Alias panel, select an alias type from the drop-down list (a). The alias
type indicates the reason why the licensee's name is being updated. Enter the
date in which the change is valid in the Date field (b) and click OK.

Myll.icense'

Office

Licenses > Edit Person

o Conssstency |
Cate Diata Eriry Emor < a
\ Domestic Parnership
oK [ Do
Mlaicen Name

Lantel Stahs Change
Marged
Cehar
Erevicad #t raral from sehosd dvision Last Nama ™
SEHCLIEFE' gen = 55 [ L [600 Y
Date of Birth ® |1501/1¢ =l [ate Deceased =l
Licensea = Edit Parson
e [ A
Date (02092018 |[Elr <€ b
OK

<

7. The next screen you will see is the updated profile for the person record (see
next page). At the bottom of the screen, you will see the Alias mini-panel (a)
that details any changes made to the name.

Now you have added an alias or updated a person record.
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Search Results

Explration Date

Cardowa CA 95670

Name | License Typs Address Subtype Licengs Numbar HoldiAle Izsue Date License 5t
Contrary, Mary Jo Quits 100000 White Rock Rd Rancha =
Cardova CA 85670
EMT e E128383 OE/ZE2017 | O7/E12018 Inctive

All Licenses held by - Contrary, Mary Jo GQuite

Licanss Address 3ub Typs Licanes Numbser Holdinlert Staius
EMT 100000 Whit2 Rock Rd Rancha E123359 ]
Cardova CA 95E70
EMT E128353 larchived
wiittvriranm

Persom

Prafix:

Firsl Name: Mary Jo
Middle Nams: Quite

La3el Mame: Cantrary
Date of Sinh: 08D1/1975

I [

‘é

SEN: 22110000

Prerequisites

Full Hame Ralationship Status

ESacEmenia

COUNiy EME | Cartified By Artive

AQEncy

Requirements =
Hama Status Dats

| Certified By | Compieted |o7iztiz017 |
Cerfification Actions [Betait: [ ]
cortification Action| vialation start Date | End Date

Probation (c)i 4) Incompetence. | O7/21/2017 | 072172019
Alias [ Deaits T
Last Name Firat Hams Allas Type Date Changed
Cantrary Mary Jo Conslstency O02/DE/2018
Cantrary Mary Jo ggMd2017
Contrary Mary Micknams aviz1r2017

Licarse Type:

Cenineation
Applicant

Cate This S1atlus:
Resson Charged:

EMT
E129358
208362
Activa
O20wHIE

Number:
Numier:
Slals:

Adminletrativa Error

lgsue Date: J&ZEHIIT
Expiration Date: 37/31/201%
Efacive Date: d7R21/2017
Esekground Ch
Date of CORIor | ATI
CORI Status Requesisd By it Latior NuUmber
EMSA Recelving | Sacramentn County | 03012017 wary
CORI Regort EMS Agency conirary
Employers for License | Details [~ ]
Emplayer Nams| ci.t Date Poeltion Hame | End Date
Mo Data
Exam | Dita | |
| Exam Battery | Exam Typs | Result Code | Exam Date
| Mo Data

<€

For questions, please contact the EMSA BLS Coordinator at (916) 431-3717
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8. Occasionally, you may need to search for an alias. To do so, go into Licensee
Edit (a). Click on Licensee — Person Advanced (b) and check the box “Include
Alias.” (c) Enter the name you wish to search (d). Click the Search tab at the

bottom of the screen.

MyLicense’
[ (o]

ffice

Applicant

L& Licensee
a k- Edit

-
= Batch Control

Licensee

Person Facility

profssion

License Status | <All Status> V|

Last Name | Contrany] x|

City | |

SSN | |

F Licensee - Person Advanced

Date OFf Birth [mm/ddiyyyy | [~

Applicant Number |

== Include Alias

License Type

First Name | |

Address Linel | |

Archive Only []
Old Address Search [ ]

Soundex [ |

Clear,

9. You will see the name you searched for and the Alias name underneath (a).

Licensee

[ T _raaiy I

. Search | Clear

Search Results

Alias: Contrary, Mary Jo
Alias: Contrary, Mary

EMT

100000 White Rock Rd Rancho
Cordova CA 95670

Name / License Type Address Subtype License Number
Contrary, Mary Jo Quite 100000 White Rock Rd Rancho
Alias: Contrary, Mary Jo Cordova CA 95670

E1259359

For questions, please contact the EMSA BLS Coordinator at (916) 431-3717 6
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Number: 650-82

Effective Date

: 3/16/2018

10. At the bottom of the screen, you will see the Alias mini-panel (a) that details any
changes made to the name. This will include First, Last, Nicknames, etc.

Prefix:

First Name
Middle Name:

Last Name:

Date of Birth
SSN

: Mary Jo

: Quite

- Contrary

: 06/01/1975
: 222110000

oA

Prerequisite: =

Full Name Relationship Status

Sacramento

County EMS | Certified By Active

Agency

Requirements [~ |
Name Status Date

Certified By Completed 07/21/2017

Certification Actio

License F4 =
License Type: EMT
Certification Number: E129359
Applicant Number: 205362
Status: Active
Date This Status: 02/09/2018
Reascn Changed: Administrative Error
Issue Date: 06/28/2017
Expiration Date: 07/31/2019
Effective Date: 07/21/2017
Background Check | Details ||~ |
Date of CORl or | ATI
CORI Status Requested By Verif Letter Number
EMSA Receiving | Sacramento County | 05/01/2017 Very
CORI Report EMS Agency contrary
Employers for License =
Employer Name Start Date Position Name | End Date
No Data
Exam A ]
Exam Battery | Exam Type Result Code Exam Date
No Data
<€ a

Certification Action| Violation Start Date | End Date

| Probation (c)( 4) Incompetence. | 07/21/2017 | 07/21/2019
Alias =
Last Name First Name Alias Type Date Changed
Contrary Mary Jo Consistency 02/09/2018
Contrary Mary Jo a7
Contrary Mary Nickname 072172017

For questions, please contact the EMSA BLS Coordinator at (916) 431-3717 7




